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The Navigation Links at the top of the page:

Reports: Takes you to the custom report building features available in LibPAS.
Datalnput:  Takes you to the most current Annual Report.

Home: Takes you back to the Welcome screen.

Profile: Opens up your user profile information {(you can update your password
here).

Libraries: Shows a list of all libraries at the system level with physical location
information.

Locations: Shows all fibrary systems and their branches with contact information.

Library Directory: Takes you to Michigan’s Interactive Library Directory.
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Use the table of contents to navigate the survey by section or scroll down to see the
survey in one continuous piece.
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Green checkmarks after 2 question indicates that there is an edit check associated. if
data entered into one of these fields is outside a defined range the software will

prompt you to leave a note before the survey can be locked.

There are several fields on the Annual Report that are prefilled with information that is

e e e T

unlikely to change, library address for example. Even though these areas have been
prefilled respondents can still edit the information found here.
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As you add notes they will appear in a list below the entry box, if you have a note in this
list that applies to multiple fields you can repeat one of your created notes for the new
field rather than typing the same thing multiple times.



¢ < 0.QTTvd XI3IHD LJ3 PaAIss uopendod [B10] '3

HOIEJIPY) GIHIM)TH 10} BNjeA PHEA DU .30 [elpded 31eaid (')

HOIEAHPY GIWIND3IY 40§ Bmea piea ou 3wo [eyded jeaot 'f)

POIE3IPUY YK IH 40 aEA PHEA OU [amio3du) jeyjdes a1ers {'7)

HOYEd|PY) GIUINDIY S0 aNeA PEA O “dwodu) [eyde) [esapaj {|)

poreXpYl QIHIND3Y J0) an(ea piea ou awodu) Bupietado j#10) (Z4)

HOIEHPU| ATHINDTY 40 ane pres ou ‘awodu) Bupiesado Juawusasng [B1apaj it}
LOepU GIYINDTY 10} 8nfeA pieA ou awo>su) BupiesadQ JuawLIaA0? 31816 [ OF)

HOTEHPW QTHINDIY 0 3N[EA PIfEA OU SINOH 3JALAS DHGR PAINPAYIS [enuy (2100 |2 1)

HOIEMPW GIHINDTY 40} AN{PA PEA CU 'SI)|GOWNO0Y JO J2QWINN { L1)
HowNpUl 33WNbIY

10} anjea piea ou zpopad Gupizoda) ayy Gupnp aBueys Arepunog eaie adnaas jefia) e asayl sem ( +£)

UoIEXpY QFHIND Y JO} BNjeA PijEA OU .pOjIad pud 11oday { )

HOIEdPU) IUINTI3Y 20) 3N[EA PEA OU .pojsad LIels 11o0day | |}

pajjes y307

¥007/HWans

o 0y e 5 g § 20 O ERA S Pap A8 et PeALS®] ¥ BT WP TYH B OO s e 0 s ) pusemhe B Y e IWATT T T ] 0T o TR

[0
giwer
¥ @iy U
Ll
FParsey ey ) Y

ot pwds 3 ey T

e et apbaind F |
ot wpied e T,

Foman) ey s T

- (5 et e} posped T| L
T B Oy SR T = 2 e T e R R I, .
Sih E
-y e - omuz bupasede wwy TH|
o 1 o 4 328

AJUBA

L] L ) By sod() pmamaseds’y [ibpe s TH

3 —
-l T - ey b ard) meearmsaaey svrrs TR

Lol ] Rt q.-.—on-..-l"'l.n.]....‘d—.m: L
I e = \-.:...l-l.-lllscll_ﬂnlu.ll_.!.
s ke FT1a 17 sasnay ysasiis sny i) wwL TT

o e S e ey

NO0T/HWANS “SA AJUSA




oo I
L[ Verify vs. Submit/Lock | —

Submit/Lock
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Verify will highlight the question with a tripped edit check. Submit Lock gives you a box
of problem questions and is much more difficult to navigate. Always clear problem
questions by using verify and then use Submit/Lock to complete the survey.
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Running Reports With Counting Opinions

Gp
il
Library of Michigan

| Khqangoy  Home Conlacils  Lduary of Kicfep 0|

Welcome Addison Townshlp Public Library

Publlc Linrary Certification of Injotmation Page with Signalure
Coogperative Cemification of Information Page with Slgnature
BIBL Genification of Information Page with Signature

© X174 Do) Dpisiona [SAMHE § 1B

Travel fo
riLn..‘-. :sf.;r_';..! '.

Travel to https://mi.countingopinions.com and login.

Click on Reports in the blue bar at the top of the screen.
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Manage Reports
T2 pARar N B NG 1400 A nii's) ripirt by Mg Ibeiow) o Ube B | pegey Trpag andw Basm BenaT wk I S Advghain s |abos
Une e il buan 1o Owes i mow report I 8 |oxaf ioowt
To bove i Sotoct e chechibax i B frst-columns and
Uis v Remtord Iufiint W niricee T™ee report s} Tl you previously oreated
§ Ute Fie Movs bullon & move e mperXe) I anqihar sl Msoyr WLl you Eedverity credied
i Pubirshad ROpoTta {3 isiontr| 44 IxAilit 10 Wirw WY yone uLng P STROCUrted LIRL

Logab

m Report Templaiss  Fublished Reports *
Akl

Bepast ams Ly o Cofection Ly r—— ] [T Pt |
l Semrven T _prrd b ey bitl i in Trevmt ot L atary bty T YT T4 v
NP v AT ST M IR 13| Crvermfrersd | e Loy Surery [y
e P Pprmges B serassas Juh = 0y Gaapn [y ey —— WL I FoYY L)

* You are now on the Manage Reporls screen. From here you willsee a page
wilh lour labs. Report, Report Templales, Published Reports and +,

* Ilwilldelault on Report. Just below Reporl you will see the gray Add box, click
on this to begin crealing a report,

¥ ™ - x b
s BB B e e e i e e

You are now on the Manage Reports screen. From here you will see a page with
four tabs. Report, Report Templates, Published Reports and +.

It will default on Report. Just below Report you will see the gray Add box, click on
this to begin creating a report.

Other Features

Report Templates will show you 4 different types of commonly used reports.
Published reports will populate with reports that you have decided to publish in
the reports or any custom tab. If you publish a report this table will list the reports
creation data, description a url and a QR-code for that specific report.

+ allows you to add other reporting tabs for example if you wanted a tab just for
reports you have created for your library board you could create and name a report
tab Board Reports. You can also erase any report or report tab you create by
selecting the box to the left of the report name and clicking remove.
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Building a Report: Step by Step
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Select the correct collection {(most commonly Public Library Survey)
Select the reporting period

Name the report, enter a description and report title (Don't skip this step it will save

you a lot of grief in the long run)

Choose the report type (the most common is Table but you have 10 others to choose from)
Choose the data elements you want in your report by selecting a Data Element in
the box and clicking add. You can also choose multiple Des by using the Ctrl or
Shift keys (Always include at least 1 data element to use as a filter (e.g. Total Population Served

or Total Income) depending on the question you are trying to answer.).
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6.

Building a Report: Step by Step

I At Tm et hges W

ﬁ,_ﬂ.! e
Emsamien |
1] 1 s et e nun [ x
| 7] i ] b 4
l |¢ JUST S Fre 1 ®
P ——— L 1 b4
|# | hmon v we - . -4
| =" . . ®t
| || Ltmcrnm pema £ wven T P x
| |2 it s . s am ] x
| o v v i g =
Padlm undany Einsttron
+ ot P Bt
Lty Yes, | know | skipped step 8.
lh-—nnn-a-q:-.l
tEmnEe Look at the next page and it

Choose the locations you want to compare (if you leave locations blank it will automatically include
every library in the data set for the chosen time period, FY2013-2014 = 388 libraries)

Run your Report, this will show your finished product

(Shown on the Next Page)if the report needs changes, click on Report Settings in
the green bar at the top right. You will travel back to the report screen and can add
any changes or remove unnecessary data elements and save. When you have made
your changes repeat step 8. until you are satisfied with your report.

When you have your report finished to your satisfaction save it for future use and or
decide to publish the report. You can always change the time period of the report.

17



Japeay uwnjos Jayjoue Buiydid pue A% Yiys auw umop Buipjoy Ag suwnjol ajdirinw Los [ a

L

m L

BE/L (w w

(=

[14]

Aieigr) oHgng ewpy

dsesqr] duysumo ] ajepusiy

¥zl

Areqr] 1onsQ webayy

¥

Lma'rl

Ares) 14080 uaply

02905

frmaqry Auno? suodyy

Anugn g uojgry

Aesqr] sugnd saiy uosusly

ASeiqi 123810 [PUCUAN LY

Asesqry oi1qnd ueppy

Aiergry
4G dISUMO] LOSIPPY

FERTE

1++

o

e
T @\Mb

e

{98¢) suoneso

TT soW TO-ET0Z MBS ‘pTOTZ-ET0T Ad ‘Porad  ADAING Aseaqi dljqngd uew?ied

PR42}J0 U01133]|0)

5[] Uiy 0y S|RUIIR

5
1 i
A

,. ,.;
AR

=

ey
i
It i




|
| _-_
Hebmtae b Barvn Unt E
Collection OHered
cotechon: PHULLIC Librasy Survey  sedod, FY 2011-2014, Start 2013-01 Homhs: 13
& Tak
Caucin
Lannmon {581 - F Liwe v 1 Amiy = 4 &vims T p ik Wit (] d Pllecrew 8 e ¥
1. Wy 4 Perweal [ ) Pryan [y 5. Subecrgnines Bomis (£ [T
et Moinsieie () vy U ] oy [0 [
Ackimm Foarmiop Puibt ) [ 1o w C] ] [ £
Eboary
| B Adnan Pubim L eary - T 1#T » am L] . Ll .y
1 P ) e ) [ i . u 1an [
Adrrnam Aros Puishy Lirory nd ut [ " 0 k] [ "
Miovem Dhoaci Liwrwry. . ) oo 11 e O " ¥4 i
Akcoms Cawwy Libwry nin 1 " =] [ - ™ wim
Aigen Dvorict Library{ 1087 - » T3 [ a [] W sl
Alngen Deeirict Liwary { a1 14 " [ ] a0 [ L
Allmainie Topameseg | S ary 010 1w inr ¥ 0 ) 100 )
At Pyt i ory nast 13 ¥ 5 [ [ . -
g;j [} n [} [ ] [} ] ]
L 1) ] = % w § Sort mulople cotummds by bolding down the whilt key and chckng snother Tt B
!
- - A |
e — e T = - =7 -
N ot B e Frioos] g -
A el S g s g itk B 2]

8. If the report needs changes, click on Report Settings in the green bar at the top
right. You will travel back to the report screen and can add any changes or remove
unnecessary data elements and save. When you have made your changes repeat
steps through 4-8 until you are satisfied with your report.

The Icons below each column will create bar charts, lists or column charts based that
column'’s Data Element (DE). When you are satisfied with your report you can choose
to take advantage of the automatically generated charts (which can be saved or
printed) or you can export your report to Excel and further refine it there.
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Report Complete, Now what?

I

|

E i you are satisfied with your report and want to share it with others via your
i library website or on social media. click on publish and this report will now
be under the Published Reports tab, you willalso have access to the
report's QR-Code and a Url. To Delete a published report click on the box
to the left of the title and then remove.

] Manage Reports
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5

Publish Your Report to share it outside the LibPAS software. You can still work with
your reports without publishing them.

15



VETTioly oll[gle|
ayl uo sid ayl doayoun fudlf o] {-ezis ssp|D ¥ paAlas "dod
"X8) "jodal [pull 8yl Uo dn MOoyYs Of SPIBl LIl 8y} Jupm

10U Op 1IN SISHY UM Ll Of JUDM NOA JI [N}BSN AJSA S| SIY}
‘110da1 D U0 ADIASIP Of SId YDIUm SpIdsp OS|D UpD NOA ©

510

aoupuIouad B|IDNY ‘SBbDIBAY DUIpPD AQ J8ylny
UBAS lodal JNOA 9ZIlosNd O) g} suolido sy} aioidx3 o

‘210dwoD 0] SUoIIPDO| DIjIDaeds 8so0yD

OS[0 UDD NOA “(Bwodui BulinladQ g paales uolp|Ndod

aq p|nom sa|dwipxa Pool) UMO INOA Of ID|IUUIS

salpIqI| a410dwoD 0} BulAly 810 NOA JI SpIal) g 1S0a) 1o AQ

Bulliwi] pusuiwodal PINOM | S1al|ll BUIppO AQ SUCIDDO|
Byl liwl| O} Jaguwiswial sJodal JINOA Bullpsald UBUM ©

S|d PUD SUOILDDOT BUlLWI




Limiting Locations and Pls

o When creating your reports remember to limit the
locations by adding filters. | would recommend limiting
by at feast 2 fields if you are trying to compare libraries
similar to your own [good examples would be
Population Served & Operating income). You can aiso
choose specific locations to compare.

o Explore the options tab to customize your report even
further by adding Averages, Quartile performance
etc...

o You can also decide which Pis to display on areport,
this is very useful if you want to limit with filters but do not
wanl the limit fields fo show up on the final report. {ex.

Pop. served & Class size.) To limit uncheck the Pis on the

build screen.
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